EERERERER | | oo
VACANCY ANNOUNCEMENT Closing Date 13 Feb 07
#4178:
Date of Issue 24 Jan 07
184 Job title (HF#K Grade _1-4 /EBEPEHRILAD _2 ) SE AN | 4.5 55 Arca of Consideration
No. of X T8 MLC/THA %8 (8RB MR)
Procurement Clerk, 158 Recruitment | ¢ vent MLC/IHA Employee within Activity
ZERTHEE TRIZAR Acceptable trainee level: N/A X 3 MLC/THA ¥ B GEEEN)
|Z| $%§ ;F! D ?iﬁlé%_& D {%f% D Eﬁ% Current MLC/IHA Employee in commuting distance
Administrative  Blue Collar Trade ~Security Medical 14 X IEMLCIHA E¥(E(£E B XKE)
Current MLC/THA Employee Japan Wide
2. 30BK Activity X 4+ &8 Off Base Applicant
H)#5IHAT Working Place: FISC Yokosuka, Far East Contracting Department, (1RH%% 2 R— U BB, See 2™ Page)
Sasebo Contracts Division 5.ERDIEHE Type of Employment
X MLC
3. ENFHEEM] Work Schedule (3 40 FEREIH hrww) [] IHA [ ]HPT
)75 H Work Days: Monday to Friday X & F3 Permanent
)5 - /KB Work Hours/Recess Period: 08:00-16:45/12:00-12:45 L] BR%E Limited Term (__#» B Months )
[] %) Night Shift X #EZ Overtime X t3E Business Travel
6. BN A Duties

Please see the attached position description.

1.ERER. BASEHE Qualification/Physical Requirements

a. At least one year of clerical, technical, or administrative work experience in any field or completion of 4-years college/university in any field.
b. Skill in operating computer such as MS Excel, Word and Power Point.

c. Ability to speak, read and write English at average proficiency level (LAD-2).

d. Overtime may be required of the incumbent at management’s direction.

Handicapped applicants may be accepted, depending on the degree and kind of disability.

E%g | English Language Proficiency : DLZ\E 7::!: L None D*JJ ?'f‘;& Basic |Z t ."ﬁ& Intermediate DJ:%& Advanced D##Erxba)ﬁlé bl
=

Exceptional
E& Educational Background : N/A | AL 1E T i License/Certificate Required : 7/8 58 See blocks 7 & 8
8.4ZH T H54H®M Application and Associated Documents ﬁﬁ%’ﬂ(;ﬂ”
Working Condition

X Z2% i B R#E Application for Vacancy Announcement
(] BAEE T Japanese [X] ZEET English [] £%5 5 T3 Either)
X B PR #5#RFEE Resume of Specialized Work Experience (52 & [8 LS 58 T, Same language as above)
[ ;EER & EFSEDE L Copy of Driver's License
LTI SEBAZDE L Copy of Certificate
X & Eimf-TEEZEHNZFEAT 5 LAD DE L Copy of LAD certifying the required English level. * (;¥)
X8O PUIFZAETL, EBEDOEBESS T KL ZE L REMAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

Fl:ﬁ L‘ﬁﬁf’[‘, for Job Inquiries ?)%ij'f‘. Office to Submit B IEMEIR For Official Use

SELEE EHLEL Office/POC T 857-0056 { R AT

. K - . . PD No.: FISC-452.1-007
HEZABE M ' v 2 — IR AT KX EEEHREMERMAANETHERAR
BRI, e, BEH Hirase-cho, Sasebo City .
FISC Yokosuka Detachment Sasebo COMNAVFORJAPAN, HRO Sasebo Satellite Office o docurate and aurrent.
Administration Branch/Mr. Hirota MLC/IHA Employment Branch, Bldg# PW47 y ¥
® (M#R/Extension) 252-3164 (SRR Customer Service Hours: 0800 — 1600)

B0956-50-3656 (DSN: 252-3656) HRO: NI136E




S\ ERIL B3 FASA SE Place to Apply for Off-base Applicants
PEt PR N IR 22 B BT Ve PR TTRRATET 2—3 O #E5E : 0956-34-8609
(3 f+ 0900-1100, 1300-1600 Web Site: http://www.hellowork.go.jp/)
XIEA T4 W Liad  (BEEESFE 55 B PEAE Web Site: http:/www.Imo.go.jp/recruitment/)
Sasebo Public Employment Security Office “HELLO WORK”: 2-30 Inari-cho, Sasebo
Phone: 0956-34-8609 (Service Hour: 0900-1100, 1300-1600 Web Site: http://www.hellowork.go.jp/)
On-line application request is possible. (Web site: http://www.lmo.go.jp/recruitment/)

SLERIG 55 FH A E SE R H 5 Place to Submit Applications for Off-base Applicants
IRSZATEOE N BERD 55 878 57 F5 8 BRSNS Ve PR SCED
T 857-0056 ftARifiHEr 3 —1 (¥EEE : 0956-23-7191 FAX : 0956-23-9229)
SATHERH] PRl O RE~F% 5 5 AMEH~&RER (5A ZFR<)
Labor Management Organization, Sasebo Branch: 3-1 Hirase-cho, Sasebo (Phone: 0956-23-7191 FAX : 0956-23-9229)
Open from 0900 to 1700 hours. Monday through Friday (except Holidays)

ICEEEFEEZLTVEWNMGA EZEORRIZHY FH A, Incomplete applications will not be considered.

RESNEEEEFHIEHRL LEHA Submitted applications will not be returned.

*(E) BRREETLADLULOHHAZEQIE—2HELVEETH, ThERFULOEEDENZH >TVWSELERAKICEEHRET S LIS
FOTIEBERNH D EHHT . Applicants are qualified as self-certifying the required English ability on the application without LAD certification.
IEEERIEEMUBMLIETT . EXA—IILOT 7Y I RATOEELHITZFTEEE A, Applications must be received by the closing date of the Vacancy
Announcement. Emailed and Faxed applications will not be accepted.



~ Task List (Concise but descriptive information)

1. Administratively assists the Contracting Officer in establishing Master
Agreements for Repair and Alteration of Vessels (MSRA's) and associated
Forward

Priced Rate Agreements. Maintains permanent files of MSRA's insuring
recurring

data and certifications are kept current, complete and accurate. 3%

2. Received requests for Contractual Procurement, which have been accepted by
the Contracting Officer, and establishes "Bulk Fund" records for each contract
action. Controls funds for each contract action through use ofthis record. 5%

3. Prepares contract case files and subsidiary records for each contract
action. Maintains contract files during contract performance, updating and
modifying the contract as directed until contract completion. 20%

4. Receives Contract Work Requests and associated specifications, which are
reviewed by the Contracting Officer, prepares and issues solicitation
documents,

distributes the solicitation, and prepares bid abstracts upon receipt and
opening of the bids by the Contracting Officer. 10%

5. Types correspondence relating to contract actions and the contract
activity

in Sasebo including letters, reports, memorandums and other miscellaneous and
various file documentation. 5%

6. Prepares and types contract documents and modification, ingures they are
properly executed and funded, and distributes these to the customer, paying
agent and contractors. 50%

7. Receives contractor's invoices and final payment vouchers and prepares
contract closing documents to be reviewed with the completed file by the
Contracting Officer. 5%

8. Retires closed records in accordance with records management criteria in
the

Federal Acquisition Regulation until the proper disposal date. Arranges
disposal upon approval of the Contracting Officer. 2%

Performs other related or incidental duties as required.




